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Employee Suggestion - | | No. 133 25X1A9A

Ay JInformation aboub the Suggestors:

25X1A9A Lih » GE=13, Klacement Ofilcer, Fersonnel Vrocuremand

sonnel Office.
S-11, flscement Officer, Fersonnml Frocurement
Division, fersonnel Office,

The suggewtion invelves the development of a "Hecord of Contact
Letter" which would resalt in savings of clerioal time,

Lo Prior irecodure:

Under the prior procedure it was necessapy for the fLpplicant Flle
Jection, Fersonnel Frocursment Blvision, to make up 3 file for each cone
tact letter requested. In a-greal many instances recruiting officers
had spent a considerable amount ef tiwme trying to contact applicants only
to find that the applicant had moved or was no longer interested. For
example: an estimated average of 1,000 contact letters are sent out by
the iersonnsl Frocurenment Meision sach year. Of this amount BOQ to 900
result in no reply, or a single reply from tie individual contacted
indicating a lack of interest in emcloyment with the Agency. Applicant
folders up to the present have been sstablished for such cuses.

D, rresent frocedurcs

Under the prssent procsdure, in effect since January 1953, a curd
form "Reoord of Contact lebter® documents the contschts with applicants
without the establishment of a costly individusl folder.

The Chief, 8&(U8 has informed the comnlttes that this suggestion
has been adopted and indieates the selow listed estimated savines:

Harhoure1 166 urs. $174.00
Floor Spacel b Bg. ft. 8.00
¥aterials & Sgulpmente 2 safes 120.00

Folders (including fasteners, and name
tabs)s 1,000 50,00
Tatal §352,30
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7, ivalaaty

S4mee the suggestion has already be
| : A3 . sen adopted and estimated
savings are imdieated above, mo further evalustion appears NECEBSKTY .

g‘. &aggi
Cash avard -aved on tangible savings be
‘ A e ! x 20, as imdicated
in the seale of awards found in fegulation .;.»1;1@& this iz a 25X1

::fgz::im miﬁtwﬁ 7 two emyloyees, any award would be shared by

be conal ‘;WME‘E,;. Thers iz 2 question of elizibiiity for award to
Bar etated bnat e oo *e The (hief, iervice and Camtrol :rasich
t0 be a ressoncl. developsent of the a.ove procedure is not considered
Research a;iw Jiiity of either of the suggestors. iowever, the

there o nn @1;::1”?;5;?{ b:i‘ the . ersomnel Office his recomsended
sug.ostors, = t a lstter of commendation riven the
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